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I. Document Overview

System Overview
We are implementing a new system to meet the need of the Department of Education’s
constituents to electronically submit and process refunds. Below is a high-level view of the new
system.

eRefunds 2005

Department of
Education

GAPS Website

Presentment Website
-Select Awards to Refund
-View refund history prior

to 11/20/04
(developed exclusively for

ED)

“EPAY”
-Select Bank Account

-Verify Transaction
-Confirmation Page

-Manage Bank Accounts
-View refund history
(standard product
configured for ED)

Pay.Gov
-Settle Payments

“EPAY” Admin Site
-View Registration info

-View Refund Payments
-Enter Call Notes

-Run Reports
(standard product
configured for ED)

Terminology
GAPS – Department of Education website

eRefunds 2005 – the presentment and payment solution hosted by U.S. Bank. It is comprised of
two components, the Presentment Website and “EPAY”.

Presentment Website – the component of eRefunds that allows users to select their awards and
refund types to make a refund payment against. This is custom piece of software
developed specifically for the Department of Education.

“EPAY” – short for E-Payment Services. This is a standard web payment product offered by
U.S. Bank. “EPAY” has been configured to meet ED’s requirements. “EPAY” has a

Pay.Gov – a system developed by the Federal Reserve Board. ERefunds sends refund payment
information to Pay.Gov, which settles the payments through the ACH network.

Award – an award refers to funds granted to a user by the Department of Education.

Refund Type – there are 4 refund types referenced in this application, Open Awards, Perkins
Loans, Interest Earned, and Refund to Closed Awards. The latter three are collectively
called “Other Refunds”.
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Payment or Refund Payment – throughout the system, the term “payment” is often used to refer
to the transaction that transfers funds from the user’s bank account to the Department of
Education. This term is synonymous with “refund”. For a given refund payment, there
may be amounts for up to 7 open awards and 3 other refund types contained within the
detail of the one refund payment.

Payor – within “EPAY” the payor refers to the end user. The Payor ID = DUNS# for the ED
application.

Biller Group – within EPAY, the Biller Group is the agency that is using the system. For this
application, the Biller Group identifier = “DED”, the Department of Education.

Biller – within EPAY this represents the name of this specific application. For this application,
Biller identifier = “REF” (eREFunds). If the Department of Education were to use this
system to collect other types of transactions, those separate applications would be given a
different biller id.

Document Legend
In this document, we use specific conventions to designate a reference to website components or

other sections of this document.

Screens – website screens are underlined and bolded,
e.g. Refunds to Open Awards

Buttons – buttons on a web screen are bolded in brackets.
e.g. [Continue]

Fields – field names on a web screen are bold and italicized.
e.g. Refund Amount

Document Sections – when referring to other sections within this document, they will be bolded
e.g. section 1. Select Open Awards to Refund



eRefunds 2005 Website Training Manual

Page 6 of 40

II. End User Procedures

Navigation Overview

Verify Payment

Selected Refunds List

Verify Selected
Refunds

Make a Payment
(Select Bank Account)

Other Refunds
Refunds to Open

Awards

Click Initiate Refund
Button

Payment Confirmation

ED GAPS Website

U.S. Bank Presentment Website

Add New Bank
Account During

Payment Process

U.S. Bank
E-Payment Services

Product Website
(EPAY)

Prior History

Help

Customer Service

Privacy Policy

Manage Accounts

Edit eCheck Account

Add New eCheck
Account

Delete eCheck
Account

Pending Payments

Edit Payment

Payment Details

Delete Payment
Verification

Payment History

Historical Payment
Details

Main Menu

Help

Customer Service

Privacy Policy

Click Bank Account
Maintenance button

Accounts & History Button

Login to GAPS

E-Payments Main
Menu

Select DUNS#

Refunds Menu

Legend

Screen accessible via button on left-hand
navigation pane on Presentment Site

Prior History

Pending Payments

Privacy Policy

Screen accessible via button on left-hand
navigation pane on EPAY Site

Pop-up screen accessible via button on top
menu on Presentment Site or EPAY site

Verify Selected
Refunds

Screen accessible only via navigation from
other screens
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Make a Refund

0. Refund Overview

Login to GAPS

7. Verify Complete
Refund for Payment

3. Review/Update
Selected Refunds List

4. Verify Selected
Refunds List

5. Select Bank
Account for Refund

2. Select Other
Refund Types to

Refund

1. Select Open
Awards to Refund

Select Refund Type

Select DUNS#

8. Print Confirmation
Screen

Navigate to Initiate a
Refund

ED GAPS

U.S. Bank
E-Payment Services

6. Add New Bank
Account
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1. Select Open Awards to Refund

The Refunds to Open Awards screen is designed to allow you to enter refund amounts for your
open awards. The screen displays the open awards in groupings of 25 awards. You can select
which grouping they would like to view by using the [First], [Previous], [Next], or [Last]
buttons. Additionally, you can select a specific grouping by using the “Jump to” pull-down
menu. During a single session, you can select up to seven awards to make a refund against.

To select an award(s) for refund:

1. Find the award to make a refund against. Use the [First], [Previous], [Next], and [Last]
buttons or the Jump to drop-down list to find the appropriate range of awards.

2. In the Refund Amount field for the award, enter the $ amount to refund (e.g. 345.67).
Note: you can enter amounts for up to seven awards during one session.

3. Click the [Add Refund Amounts to Selected Refund List] button.
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4. Once the user has clicked the [Add Refund Amounts to Selected Refund List] button,
the Refunds Selected and Total Refunds fields on the left-hand column will be updated
with the newly selected award(s). Additionally, the system will display a message
highlighting the action that has been performed. For example

The following action(s) were successful:

• 2 refund(s) added to the Selected Refunds List. (P063P991234; $123,456.78,
P007P001234: $543,219.87)

5. The user can repeat steps 1-4 to add additional awards to the selected refunds list. The
Refunds Selected and Total Refunds fields will be updated appropriately.
Note: the user can request up to a maximum of 7 refunds for open awards during one
session.

6. If you would like to make a refund against a Perkins Loan, Interest Earned, or Closed
Awards, they should click the [Other Refunds] button from the left-hand navigation
menu. See section 2. Select Other Refund Types.

7. Once you have selected all the awards to refund, the user should click either the
[Selected Refunds] or [View] button from the left hand column. This will take you to
the Selected Refunds List screen.
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2. Select Other Refund Types to Refund
If you would like to make a refund against a Perkins Loan, Interest Earned, or Closed Awards,
click the [Other Refunds] button from the left-hand navigation menu.

To select amounts to refund for Perkins Loans, Interest Earned or Closed Awards:

1. In the Refund Amount field for the appropriate Refund Type, enter the $ amount to
refund (e.g. 896.35). Note: you can enter amounts in any or all three types.

2. Click the [Add Refund Amounts to Selected Refund List] button.
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3. Once you have clicked the [Add Refund Amounts to Selected Refund List] button,
the Refunds Selected and Total Refunds fields in the left-hand column will be
updated with the newly selected amount(s). Additionally, the system will display a
message highlighting the action that has been performed. For example

The following action(s) were successful:

• Perkins Loans refund was added to the Selected Refunds list for the
amount of $99.99

4. If required, repeat steps 1-3 to add additional refund types to the selected refunds list.
The Refunds Selected and Total Refunds fields will be updated appropriately.

5. If you would like to make a refund against Open Awards they should click the [Open
Refunds] button from the left-hand navigation menu. See section 1. Select Open
Awards to Refund.

6. Once you have selected all the awards and refund types to refund, the user should
click either the [Selected Refunds] or [View] button from the left hand column.
This will take the user to the Selected Refunds List screen.
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3. Review/Update Selected Refunds List

Once a user has completed selected all the awards to refund, they must click the [Selected
Refunds] or [View] button on the left-hand pane. The user will be taken to the Selected
Refunds List.

On the Selected Awards List screen, the user can update or remove awards (or refund types), or
click [Continue] to move to the Verify Selected Refunds screen.

1. Review the awards listed. Once you have completed updating and deleting refunds and
are satisfied with the list, click the [Continue] button. The system will take you to the
Verify Selected Refunds screen

2. If you would like to change the refund amount for an award (or refund type):

a. In the Refund Amount field for the appropriate award (or refund type), enter the
correct refund amount.

b. Click the [Update] button. The system will update the refund amount field with
the new amount.

3. If you would like to add a comment for an award (or refund type):

a. In the “Comments” field for the appropriate award (or refund type), enter a
comment.

b. Click the [Update] button. The system will update the comment field with the
new comment.



eRefunds 2005 Website Training Manual

Page 13 of 40

4. To remove a refund from the selected refunds list:

a. Click the [Remove] button on the line of the award (or refund type) you would
like to delete

b. The system will remove the selected refund from the list and refresh the screen

5. If you need to add new awards or refund types to the Select Refunds lists, click the
[Return to Open Awards] or [Return to Other Awards] buttons, as appropriate.
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4. Verify Selected Refunds List

On the Verify Selected Refunds screen the user can verify the refunds and continue to select the
bank account or return to selecting awards.

1. If the list is correct, click the [Continue] button. The system will take you to the Make
Payment screen to select the bank account from which funds will be withdrawn.

2. If you would like to add additional open awards to the list, click the [Return to Open
Awards] button. The system will take you to the Open Awards screen.

3. If you would like to add additional other refunds to the list (e.g. Perkins Loans), click the
[Return to Other Awards] button. The system will take you to the Other Refunds
screen
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5. Select Bank Account (Make Payment Screen)

On the Make a Payment screen, you must select the bank account from which the funds should
be withdrawn for this refund. You can also choose to add a new bank account from which to
withdraw funds.

1. From the drop-down list labeled “Please select an account”, select a bank account from
which to have the funds withdrawn.

2. If you would like to use a bank account not on the list, select “*Use a new eCheck
account” and click [Continue]. You will be taken to the Add a New Bank Account
screen. Go to section 6. Add New Bank Account During Refund Process.

3. Click the [Continue] button. The system will take you to the Verify Payment screen.

4. If the payment details are not correct, click [Exit]. You will be taken back to the GAPS
site.
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6. Add New Bank Account During Refund Process

1. Enter your bank account information

a. Routing Transit Number: Routing transit number for the your financial
institution.

b. Account Number: your bank account number

c. Re-Enter Account Number: re-enter your bank account number

d. Account Type: enter the account type for your bank account

e. Account Category: click the radio button for your bank account

f. Save this account?: click this check box if you want to save this bank account in
your permanent list of accounts to use for refund payments at a later date.

g. Account Nickname: enter a nickname for this bank account

2. Click [Continue] when you have completed entering your information. You will be
transferred to the Verify Payment screen.
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7. Verify Complete Refund Payment
After selecting a bank account and clicking [Continue], the user will move to the Verify
Payment screen. The user must re-enter their password (DUNS#) for verification and select the
“terms and conditions” checkbox to denote acceptance.

To verify your refund payment:

1. Enter the DUNS# in the “Re-Enter Password” field

2. Click the check box labeled “I accept the Terms and Conditions”

3. Click the [Continue] button. You will be shown the Payment Confirmation screen.

If the details of the refund payment are not correct, click [Cancel]. You will be transferred to the
Select Bank Account (Make Payment) screen.
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8. Payment Confirmation Screen

1. You can use your browser to print this page if you would like a hard copy of your
confirmation information.

2. Once you have finished with this page, click [Exit] to go back to GAPS.
3. If you would like to review your pending payments, view payment history, or manage

your bank accounts, click [Continue to Main Menu]
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Pending Refund Payments
Pending refund payments are transactions that have been completed in the system, but have not
been sent from the system to the ACH network for settlement.

Navigate to the “EPAY” Main Menu
1. Navigate to the Main Menu screen from GAPS.

a. Login to GAPS
b. Select DUNS#
c. On E-Payments Main Menu, click [Refunds]
d. Click [Bank Account Maintenance]. You will be taken to the EPAY Main Menu.

Note: if you have completed a refund payment and click [Continue to Main Menu], you will be
taken directly to the EPAY Main Menu.
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View Pending Refund Payments
1. Navigate to the EPAY Main Menu screen.
2. Click [Pending Payments].
3. You will be taken to the Pending Payments screen listing all your pending payments.

2. You will see your current pending payments.
3. Select the radio button next to the payment you would like to view and click [View Payment].
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Cancel/Delete Pending Refund Payments
1. Navigate to the EPAY Main Menu screen. Click [Pending Payments].
2. You will be taken to the Pending Payments screen listing all your pending payments.

3. You will see your current pending payments.
4. Select the radio button next to the payment you would like to view and click [Delete

Payment].
5. You will be taken to the Delete Payment Verification screen.
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6. Click [Confirm] to delete the refund payment.
7. The system will display the Delete Payment Confirmation screen.

8. Click [OK] to go back to the Pending Payments screen.



eRefunds 2005 Website Training Manual

Page 23 of 40

Edit a Pending Refund Payment
The system will allow you to edit the bank account information for a pending refund payment.
Not other details can be changed. If you would like to change any other details, you will need to
delete the current refund payment and enter a new one.

1. Navigate to the EPAY Main Menu screen. Click [Pending Payments].
2. You will be taken to the Pending Payments screen listing all your pending payments.

3. Select the radio button next to the payment you would like to edit and click [Edit
Payment].

4. You will be taken to the Edit Payment screen.
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5. Select a different bank account from the Selected Accounts drop down list.
6. Click [Continue].
7. The system will display the Verify Payment screen. Follow the same remaining steps as

you would when making a standard refund payment.
8. When you edit a payment, the system does two things

a. For the original transaction, it changes the status from “pending” to “replaced”.
The user will not see this transaction, but you can view it from the administrative
site.

b. A new transaction will be created with a new confirmation#.
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Refund Payment History
The system stores your refund payment history in two places. Refund payments made in the
previous system (prior to 11/20/04) can be viewed on the presentment site. Refund payments
made in “eRefunds 2005” (after 11/20/04) can be viewed within EPAY.

View Refund Payment History (refund payments made after system
conversion, 11/20/04)

1. Navigate to the EPAY Main Menu screen.
2. Click the [Payment History] button.
3. You will be taken to the Payment History screen listing all your payments made since

the system conversion (11/20/04).

4. To see the details of a refund payment, click on the confirmation# highlighted in blue and
underlined.

5. Click [OK] to go back to the Payment History screen.
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View Refund Payment History (refund payments made prior to system
conversion, 11/20/04)

1. Navigate to the Presentment website.
a. Login to GAPS
b. Select DUNS#
c. On E-Payments Main Menu, click [Refunds]
d. Select any of the check-boxes (e.g. Open Awards) and click [Initiate Refund]

2. You will be taken to the presentment website.
3. Click the [Prior History] button on the left-hand navigation bar. You will be taken to the

Prior History screen listing all your refund payments made before the system conversion
(11/20/04).

4. Click on the buttons on the left-hand navigation bar to continue entering a refund
payment.
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Manage Bank Accounts
Within EPAY, you can setup as many bank accounts as you would like to have funds withdrawn
from.

Add a New Bank Account
1. Navigate to the EPAY Main Menu screen.
2. Click the [Manage Accounts] button. You will be taken to the Accounts List screen

listing all your Bank Accounts setup in the system.



eRefunds 2005 Website Training Manual

Page 28 of 40

2. Click [Add eCheck Account]. You will see the Add New eCheck Account screen.

3. Enter the information for your new bank account
a. Account Nickname: enter a name to remember this bank account. This will appear in the

drop-down list when you are selecting your account to make a refund payment from.
b. Routing Transit Number: Routing transit number for the your financial institution.
c. Account Number: your bank account number
d. Re-Enter Account Number: re-enter your bank account number
e. Account Type: enter the account type for your bank account
f. Account Category: click the radio button for your bank account

4. Click [Submit]. You will be brought back to the Accounts List screen and see your new
account listed.
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Edit a Bank Account
1. Navigate to the EPAY Main Menu screen.
2. Click the [Manage Accounts] button. You will be taken to the Accounts List screen

listing all your Bank Accounts setup in the system.



eRefunds 2005 Website Training Manual

Page 30 of 40

3. Select the radio button next to the account you want to edit and click [Edit Account].
You will see the Edit eCheck Account screen.

4. Enter the new information for your account
a. Account Nickname: enter a name to remember this bank account. This will

appear in the drop-down list when you are selecting your account to make a
refund payment from.

b. Routing Transit Number: Routing transit number for the your financial
institution.

c. If you want to keep the same bank account number, click the radio button “Use
my current Bank Account Number”.

d. To select a new bank account number, click the radio button “Use the Bank
Account Number entered below”. Enter your new account number in the
Account Number and Re-Enter Account Number fields.

e. Account Type: enter the account type for your bank account
f. Account Category: click the radio button for your bank account

5. Click [Submit Changes]. You will be brought back to the Accounts List screen and see
the your updated account.
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Delete a Bank Account
1. Navigate to the EPAY Main Menu screen.
2. Click the [Manage Accounts] button. You will be taken to the Accounts List screen

listing all your Bank Accounts setup in the system.

3. Select the radio button next to the account you want to delete and click [Delete Account].
You will see the Delete eCheck Account screen.

4. Click [Delete Account]. You will be brought back to the Accounts List screen and see
that your account has been deleted.
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Other Functionality

View Privacy Policy
1. From anywhere within the eRefunds application, click on the [Privacy Policy] button in

the upper right hand corner.
2. Department of Education’s privacy policy will be displayed in a pop-up window.
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View Customer Service Information
1. From anywhere within the eRefunds application, click on the [Privacy Policy] button in

the upper right hand corner.
2. Department of Education’s Customer Service Information will be displayed in a pop-up

window.
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View Help
1. From anywhere within the eRefunds application, click on the [Help] button in the upper

right hand corner.
2. Help text information will be displayed in a pop-up window.
3. If you are in the Presentment Page, a static help text page is displayed.
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4. Within EPAY, context-sensitive help is displayed.

For example, if you are on the Pending Payments screen, you would see this help text

If you were in the Payment History screen, you would see this help page:
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Log Out
1. From anywhere within the eRefunds application, click on the [Exit] button in the upper

right hand corner.
2. You will receive a screen asking you to verify you want to leave the application.

3. Click [Yes] to log off and you will be sent back to the GAPS home page.
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Appendix 1 - Presentment Site Help Text
Below is the help text as it appears on the Presentment website. There is one static webpage that
the user is taken to when they press Help anywhere in the Presentment website.

Note: within the E-Payment Services Product, the Help functionality is context sensitive. When
the user selects help, they receive help text based on the specific screen they are on.

Navigation
Open Awards
Takes you to the first page of Open Awards eligible for refund. You may select multiple Open
Awards to refund, enter Refund Amounts and add them to your ‘Selected Refunds’ list. You may
also navigate your open awards in groups of 25 using the navigation tools available on the
screen.

Other Refunds
Takes you to the Other Refunds screen where you can enter Refund Amounts for Perkins Loans,
Interest Earned and/or Refunds to Closed Awards then add the refund to your 'Selected Refunds'
list.

Selected Refunds
Takes you to a screen that will display all your currently selected refunds where you can change
refund amounts or remove a refund from your Selected Refunds List. When you are ready to
complete your refund, you will select ‘Continue’. Continuing will take you to a screen that
verifies your selections.

Accounts & History
Takes you to a screen that allows a variety of Account Management activities. You may update
your Bank Accounts and view Refund History for refunds made after system conversion (mid
October 2004).

Prior History
Takes you to a screen that displays all refund activity prior to system conversion (mid October
2004).

Back to GAPS
Takes you to the GAPS Home Page.
Back to Top

Selecting an Open Award, Perkins Loan, Interest Earned, or
Closed Award to Refund
Open Awards
The Open Awards screen is the screen where you select Open Awards to refund. You may select
a maximum of 7 Open Awards for each refund.
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1. Find the Open Award you wish to refund by using the navigation buttons at the top or
bottom of the screen. Open Awards are selected in groups of 25, and are displayed by
their PR Award Number.

2. Enter a Refund Amount for each Open Award contained on a single screen that you want
to make.

3. Click the ‘Add Refund Amounts to Selected Refund List’ button.

Other Refunds
The Other Awards screen is the screen where your enter Refund Amounts for Perkins Loans,
Interest Earned, or Refunds to Closed Awards. You may select only one of each type of Other
Award for each refund.

1. Enter a Refund Amount for each of the Other Refund types you want to refund in their
respective Refund Amount fields.

2. Click the ‘Add Refund Amounts to Selected Refund List’ button.
Each time you click the ‘Add Refund Amounts to Selected Refund List’ a confirmation message
will display at the top of the screen indicating the refund amounts you’ve entered have been
added to the Selected Refunds List.
On the left side of the screen, the total number of refunds and the total dollar amount of refunds
currently in the Selected Refunds List will update.
When your selections are complete, you can click either the ‘Continue’ or ‘Selected Refunds’
buttons located on the left side of your screen to update and review your selection. The ‘Selected
Refunds’ List is your refund shopping cart.
Back to Top

Updating and Reviewing Your Selected Refunds List
You may view your currently selected refunds by clicking the ‘Selected Refunds’ button or the
‘Continue’ button located on the left side of the screen.
On the Selected Refunds screen you may update Refund Amounts, remove refunds, and add
comments to Selected Refunds.
Updating a Selected Refund

1. Enter a new Refund Amount and/or add/edit a text comment to a refund using the fields
located in the row of the refund you want to update.

2. Click the ‘Update’ button.
3. A confirmation message will display and the screen will refresh reflecting your changes.

Removing a Selected Refund
1. Click the ‘Remove’ button in the row of the refund you want to remove from the Selected

Refunds List.
2. A confirmation message will display and the screen will refresh reflecting your changes.

Completing Your Selected Refund Selection
1. When you have completed your selection of the refunds you wish to make, click

‘Continue’ at the bottom of the ‘Selected Refunds’ screen. Clicking ‘Continue’ will take
you to the ‘Verify Selected Refunds’ screen.

2. Review the information displayed on the ‘Verify Selected Refunds’ screen.
3. If you wish to make any updates, return to the ‘Selected Refunds’ screen to make your

changes.
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4. If you are ready to continue, click the blue ‘Continue’ button located on the bottom, right
of the ‘Verify Selected Refunds’ screen.

5. Upon clicking ‘Continue’, you will be taken to a separate site where you can choose the
Bank Account from which the refund will be deducted.

Back to Top

Accounts & History
Clicking the ‘Accounts & History’ button will take you to the account management and history
after system conversion. In this area, you can update and change bank account and view payment
history. Additional help is available on each screen in that area.
Back to Top

Prior History
As of 11/20/2004, the Department of Education changed its GAPS Refund system. You will find
all of your history prior to this change on the ‘Prior History’ page.
The Prior History page shows a listing of all refunds. Information that is available is the date the
refund was made, the Refund Type, the PR Award number, the amount, the account nickname,
the confirmation number, refund comments (if entered at time of refund), the date the refund was
processed, refund status, and user who made the refund.
Back to Top

Glossary
Refund Amount: The amount of money you wish to make a refund for. The total refund amount
for each individual refund must be greater than $0.00. For Open Awards you must enter an
amount less than or equal to the net draw amount.
No single refund amount can exceed $99,999,999.99. The total of all refunds selected must also
be less than or equal to $99,999,999.99.
Date Initiated: The date the refund was initiated.
Refund Type: The type of refund made (Excess Cash, Interest Earned, Perkins Loans, Other
Award, or Closed Award).
PR Award: The unique identifier for the grant award.
Amount: The amount of money the refund was made for.
Account: The name of the account from which refunds were deducted.
Confirmation Number: The confirmation number is a unique number assigned to the refund for
tracing purposes.
Settlement Date: The date the refund will be complete and deducted from the user’s account.
User Name: The enrolled user name who initiated the refund.
Cancelled: This refund status means that the refund has been stopped and the funds were not
deducted from the user’s account.
Completed: This refund status means that the refund has not been cancelled and the funds have
been deducted from the User’s Account on the settlement date.
Rejected: The refund was automatically refused by the bank.
Back to Top
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Appendix 2 - E-Learning Sections Applicable to ED

Customer Service

Find a Payor

Find a Payment

Refund a Payment

Call Resolution

Sections not applicable to ED
Reset Payor Password – not applicable to ED

Update Payor Profile – not applicable to ED

Re-activate Payor for ACH – not applicable to ED

Make a Payment – not applicable to ED

Reporting

Payment Detail Report

Product Detail Report

Payment Summary Report

Sections not applicable to ED
Download Remittance File
Credit Card Batch Reports

Biller Recurring Report

Product Recurring Report

Admin User Access Report

Fraud Detection Report


